State of Tennessee
Department of Finance & Administration
Travel Reimbursement Information Processing System (TRIPS)
Computer Based Training (CBT)

Training for the Travel Reimbursement Information Processing System (TRIPS) is
provided in the form of a Computer Based Training (CBT) program. The TRIPS CBT
demonstrates how to use the TRIPS NavigatER application. It shows how to
accomplish such tasks as creating and submitting expense reports, approving expense
reports, and viewing the status of expense reports.

The CBT contains some minor errors. Most errors are insignificant (e.g., amounts
inconsistent with State policy). These errors should not detract from its instructional
value.

Errors deemed to be significant are listed in this document. They are identified by
lesson number and the frame (screen) within the lesson.

Preceding the error listing is a master menu of lessons.

Note: Please disregard the following two lessons:

5.2.4 - Recording and Reconciling Outstanding Cash Advances
6.3 - Approving a Cash Advance Request

Correct procedures for Temporary Travel Advances can be found in the TRIPS
Submitter/Approver Quick Reference Guide.

Please print this document and refer to it before and during your use of the CBT.

Direct any comments to a TRIPS Statewide Administrator:
Robert.Lawson@state.tn.us or Cindy.Rittenbery@state.tn.us
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State of Tennessee
Department of Finance & Administration
Travel Reimbursement Information Processing System (TRIPS)
Computer Based Training (CBT) Menu

Lesson Title

Tl Using Computer Based Training (CBT)
2.0, About the TRIPS NavigatER Application
K S Logging into the TRIPS NavigatER Application

4........ Your Personal Profile

41.......... Creating/Modifying Your Personal Picklist

42.......... Modifying/Viewing Your Personal Profile

43.......... Changing Your Password

5. Creating and Submitting an Expense Report

51.......... Creating an Expense Report

511............ The Expense Report Window

51.2............ Completing the ER Summary Tab

513............ Claiming a Mileage Expense Using Point to Point

514............ Using the Financial Code Builder Window

5156............ Splitting an Expense Item Between Multiple Financial Codes

5151.............. Splitting an Expense ltem

5152.............. Unsplitting an Expense Item

5153.............. Splitting an Expense Item Using a Personal Split Formula

52.......... Overnight Travel: Per Diem Expense Reports and Cash Advances

521............ Creating a Trip

522............ Claiming a Per Diem Lodging Expense

523............ Claiming an M&IE Per Diem

524............ Recording and Reconciling Outstanding Cash Advances (Disregard This Lesson)

53.......... Using the Activity Summary

54........... Submitting an Expense Report

541............. Submitting an Expense Report

542............. Submitting a Per Diem Expense Report Containing a Red Flag for Lodging
Expense

5.5, Printing an Expense Report

6........ Approving Expense Reports and Cash Advance Requests

6.1........... Approving an Expense Report

6.2........... Rejecting an Expense Report

6.3........... Approving a Cash Advance Request (Disregard This Lesson)

Teinin, Exiting the TRIPS NavigatER Application
< J Accessing Online Help
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State of Tennessee — Department of Finance & Administration
Travel Reimbursement Information Processing System (TRIPS)
Computer Based Training (CBT) Corrections

Lesson 5.1.3
Claiming a Mileage Expense Using Point to Point

CBT Errors

Correct TRIPS
Functionality

24" Frame

Next, to complete the Financial Code, you will enter two dashes "--" in the Agency Object field
and the Location field. Two dashes represents the optional code for these fields.

Step 25) In the AGENCY/OBJECT field, enter two dashes "--".
Step 26) In the LOCATIONfield, enter two dashes "--".
Step 27) Click the Validate button.
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Lesson 5.1.3 - Claiming a Mileage Expense Using Point to Point

[ [ ciose I Help |

Clarification needed

The use of Grant,
Agency Object, and
Location codes is
subject to each
Agency’s procedures.

However, the TRIPS
Financial Code
always requires an
entry in each
segment. If you are
not using a Grant,
Agency Object,
and/or Location code,
enter two dashes in
the appropriate
segment(s):

AGEMNCY OBJECT

Lesson 5.1.4
Using the Financial Code Builder Window

CBT Errors

Correct TRIPS
Functionality

17" Frame

Next, to complete the Financial Code, you will enter two dashes "--" in the Agency Object field
and the Location field. Two dashes represents the absence of a code in these fields.

Step 16) In the AGENCY/OBJECT field, enter two dashes "--".
Step 17) In the LOCATIONfield, enter two dashes "--".
Step 18) Click the Validate button.

Financial Code Builder x|
DEPARTMENT DIVISION/MSA COST CENTER/EA FUND GRANT/ACTIVITY
[ 11 {11 J{ ([t || [[11E | Forward
[ AGENCY oBJECT | LOCATION
II Ij/|[
AGENCY OBJECT
alue I Desciintion
Main
Menu
Previous
Menu
Frint
< D Scieen
S
Apply ([ validae )| Messages | | close | [ He |

Lesson 5.1.4 - Using the Financial Code Builder Window

Clarification needed

The use of Grant,
Agency Object, and
Location codes is
subject to each
Agency’s procedures.

However, the TRIPS
Financial Code
always requires an
entry in each
segment. If you are
not using a Grant,
Agency Object,
and/or Location code,
enter two dashes in
the appropriate
segment(s):

AGEMCY OBJECT
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State of Tennessee — Department of Finance & Administration
Travel Reimbursement Information Processing System (TRIPS)

Lesson 5.2.1
Creating a Trip

CBT Errors

Correct TRIPS
Functionality

Result: The new Trip is saved.

"working Trip".

ER Summery | ERDetals TripInfo |
Trip Details

Start Date | |08 Mar 2002
End Date | |11 Mar 2002

10" Frame

CLICK HERE TO CONTINUE...

o Note: The new Trip has been assigned the status "Working” but this term has no meaning. When
a new expense item is created on the ER Detfails tab, it will automatically be assigned to the

: Expense Report (123139847):(ER00001) - SMITH, JOHN

12 Hour Rule:
" Less Than 12
& More Than 12

Trip Type
& |n State
" Domestic
 International

Purpose*

[Trip to Memphis

New Trip| Cancel |

Person(s) Visited* [4BC Inc

Delete Save Help

JOHNSMITH : 200

Start Date
08 Mar. 2002

End Date
11 Mar 2002

=10] x|

Lesson 5.2.1 - Creating a Trip

Forward

The following

statement is
inaccurate:

When a new expense
item is created on the
ER Details tab, it will
automatically be
assigned to the
“working Trip”.

See Lessons 5.2.2
and 5.2.3 to learn
how to associate a
trip with a per diem
expense.

Lesson 5.2.4

Recording and Reconciling Outstanding Cash Advances

CBT Errors

Correct TRIPS
functionality

DISREGARD THIS LESSON

See the TRIPS Submitter/Approver Quick Reference
Guide section entitled Temporary Travel Advances for

detailed procedures.

TRIPS is NOT used
to enter requests for
Temporary Travel
Advances.

If you receive a
Temporary Travel
Advance, the Division
of Accounts will
record it as a Cash
Advance in TRIPS.

You will be required
to deduct the
Advance from your
next Expense Report




State of Tennessee — Department of Finance & Administration
Travel Reimbursement Information Processing System (TRIPS)

Computer Based Training (CBT) Corrections
March 23, 2005

Lesspp 5.4.1 CBT Errors Correct TRIPS
Submitting an Expense Report functionality

1% Frame Frames are missing
at the beginning of
this lesson.

Result: The Expense Report window will appear.

Step 1) On the ER Summary window, click the Submit button.

i Expense Report (123139847):(ERO0001) - SMITH, JOHN i |m} ﬁl
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Assume that you
began the lesson at
the main NavigatER
window, and had
been instructed to
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== click [Open] to take you
to the screen shown on
Frame #1
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Travel Reimbursement Information Processing System (TRIPS)
Computer Based Training (CBT) Corrections

Lesson 6.1
Approving an Expense Report

CBT Errors

Correct TRIPS
functionality

nd
2" Frame
Result: Your Approver Summary window will list all of the Per Diem Expense Reports
awaiting your authorization.
Open the file at the top of the list.

Step 1) Since the file is already selected for you, simply click the Open button.

\ NavigalER - Approver Summary

Search Criteria Date Range

Awaiting Authorization -

1" Cash Advance

& PD Expense Report

Items For Approval

From [05Jan 2002 T [0BAp 2002 Search

[_ O[]

Submitter Name Status Reimbursement Net Amount | Flag| Date

SMITH. DALE Awaiting Authorization 157.00

15700 A 08 Apr 2002

Expense Report / Cash Advance Details

File name Tiip Name/Purpose

[1237139847 - EROODT [Tiip to Knowle
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Lesson 6.1 - Approving an Expense Report

There is a frame
missing between the
introduction and the
second frame.

Assume that you
began the lesson at
the main NavigatER
window and had
been instructed to
click on your
Approver Summary
button.

| [ NavigatER

File  Options  Motifiers  Profile  Tools

Lesson 6.3
Approving a Cash Advance Request

CBT Errors

Correct TRIPS

DISREGARD THIS LESSON

No agency approval
of Cash Advances is
required within
TRIPS.

The Division of
Accounts will record
all Temporary Travel
Advances as Cash
Advances in TRIPS.
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Travel Reimbursement Information Processing System (TRIPS)
Computer Based Training (CBT) Corrections
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Lesso_n 8 _ CBT Errors Cforret_:t TRI!fS
Accessing Online Help unctionality
18" Frame Incorrect statement Should state:
Result: The Main Display panel displays the previously viewed help topic. _I Result.- The Main Result.- The Main
The Back button comes in handy when jumping back and forth between help topics. Dlsp/ay panel Dlsp/ay panel
Step 17) Click on the Back button to display the previously viewed topic. d’splays the d’splays the Main
A NavigatER Client Help - Microsoft Internet Explorer I [=] 9] pfeViOUS/y VieWed WindOW tOpiC.
C <& Back - - D 7 ‘ fle Edt Yiew Favorites Toos Help & he/p topiC_
TREERE T2 fle{Server/Englshore Table_ot_Conterts Htm =] @60 =)
L[} Contents (] index e Ssarch - Search - (GO | o
Main Window
The Main Window is your personal control center to the Submitf/Approve Module. It
allows you to access all the program functions you are authorized to use
This window has the following features
o IMenu
« Toolbars and Buttons
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